PURCHASING AGENTS 
CONTROLLERS AND 


OFFICE MANAGERS 
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Don’t get caught 


RED HANDED 


USE VERITHIN COLORED PENCILS 


Their marks won’t smear when your hands perspire. You won't 
spoil paper work and have to do it over again. You won't have 
valuable records damaged by rain, snow or accidental wetting. 
VERITHIN leads, in all of the 30 brilliant colors, are made 
from insoluble pigments to prevent these very troubles. 


By eal 


tL % ‘ 


ON SHIPPING PLATFORMS, 
or anywhere outdoors, insoluble 
VERITHIN pigments protect 
records against snow and rain. 


IN THE OFFICE, insoluble 
VERITHIN pigments defy 
damp hands or accidental wet- 
ting to blur or wash out their 
brilliant markings. 


STRONGER POINTS—LONGER WEAR 
By a patented process, VERITHIN 
leads are interwoven with countless 
tiny filaments that make them amaz- 
ingly tough and “flexible”. They take 
a needle point in any sharpener every 
time . . . hold that point under heavy 
pressure . . . and make over 4,000 
check marks from one sharpening. 


VERITHIN costs no more than other 
top quality colored pencils, but you'll 
find real economy in its extra strength, 
extra wear and free ‘“‘insurance”’ 
against damage to valuable records. 
10¢ each, less in quantities. 


SEND FOR A FREE SAMPLE 
Write us on your business letterhead, nam- 
ing your pencil supplier and this publica- 
tion, and we will send you one VERITHIN 
pencil in any color you request. 


EAGLE PENCIL COMPANY, 703 E. 13th ST., N.Y. 


TRE Chon Seated 


“REG. U.S. PAT. OFF. 
(SUPER BONDED) 


/ERTHID 
very sling 


COLORED PENCILS 


SSS SS EAGLE "CHEMI* SEALED” VERITHIN CARMINE RED 745 


IT NEEDS NO 
SHERLOCK HOLMES 


to find proof in this 
dramatic advertisement 
reproduced from Time 
Magazine, that one thin- 
lead colored pencil stands 
out preeminently for ser- 
vice in “sticky” weather. 
Unmistakable clues give 
evidence of superiorities 
that will convince any jury 


of purchasing agents who 
read the facts—the verdict 


must be for Eagle “Chemi- 
Sealed” VERITHIN. 


TAKE ADVANTAGE OF 
THE FREE OFFER 


Get a sample of “Chemi- 
Sealed” VERITHIN. It will 
introduce you to a stronger, 
non-smearing colored _peneil 
that it is a joy to meet. 


EAGLE PENCIL COMPANY 


703 East 13th Street 
New York City 


Use QUICKMAIL 


COUPON wo 
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ee GAUZE Carbon Paper 
truly leads a double life— 
without deceit. One and the same 
carbon paper for both kinds of 
typewriter — standard and noise- 
less machines—means real conve- 
nience and office economy. 
No wonder that Columbia Car- 
bon Papers, known to purchasing 


executives for their clearness of write and 
their economy, are also favorites with opera- 


tors because they make sheet separation 


speedy and keep fingers clean! 


THAT 
LEADS 


HERE'S A CARBON PAPER 


“DOUBLE LIFE™ 


Two opposite corners of Columbia’s Silk 


HERE'S A 
CARBON PAPER 
THAT LEADS 
a 
“DOUBLE LIFE" 


COLUMBIA RIBBON & CARBON MANUFACTURING COMPANY, INC. 


the carbon paper. 


venient f = 
—- sresping for removal with 
thumbing or creasing the carbon 
When the carbon reversed 
the extrs 44 inch le sill st the bones 
jor quick extraction, both the top and 
bottom of the carbon can be and 
the extra length causes the type to 
strike between the lines, writee on 
unused space and thereby grestly in- 
Spnet the writing surface of the 


Gauze Carbon Paper are clipped 
for time-saving “Quick Extrac- 
tion” of originals and carbon 
copies. Reversed, the extra-length 
sheet of carbon paper causes the 
type to strike between previous 
lines, almost doubling the life of 
Write for 


(samples. 

There are Columbia Ribbons and Carbons 
for all of your regular and special requirements. 
Our service department will be glad to make 
recommendations. Call the Columbia office 
nearest you or use Quickmail Coupon No. 2. 


Main Office and Factory: Glen Cove, Long Island, N. Y. 
New York Sales and Export, 58-64 West 40th St. 


Kansas City, Mo., Dwight Bldg. 


Factories: London, England and Sydney, Australia 


COLUMBI 


TYPEWRITER RIBBONS & CARBON PAPERS — 


July, 1941 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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until I started 
buying at The 
Fifth Avenue 


Building” 


Use QUICKMAIL 


COUPON »> EE 


SHReEwpD buyers have found that The Fifth Avenue Building 
makes their jobs easier. Here under one roof they can do most, 
sometimes all, of their buying quickly and efficiently. For 
instance, many of the leading makers of fine stationery, greet- 
ing cards and playing cards have offices and display rooms in 
this owner-managed building. The buyer can weigh values and 
make his selections without traveling all over the city. 

Located right at the crossroads of American business, The 
Fifth Avenue Building is easy to reach from anywhere in the 
country. A subway entrance in the building connects directly 
with railroad terminals. 

The management provides many special services for both 
buyers and tenants. The Visitors’ Bureau, a completely 
equipped suite of offices, is for the free use of visiting buyers. 
Tenants hold meetings in the large Conference Room, which 
seats more than forty persons. 

Make The Fifth Avenue Building your headquarters next 
time you’re in New York. Your buying-trip will be easier. 


The FIFTH AVENUE BUILDING 
"More Than an Office Building" 
BROADWAY AND FIFTH AVENUE AT MADISON SQUARE, NEW YORK 


OFFICE EQUIPMENT DIGEST July, 194! 


For Purchasing Agents, Controllers, Office Managers 
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IMPORTANT 


Effective August Ist, price list on Autodex in BAKELITE: 


COLORS Bice detain bandedeasamecaedl $1.50 
/ 2 Check your Walnut, silver, bronze, blue, green, 


burgundy, gunmetal, khaki and 
this int | the red, white and blue model... $1.75 


ZEPHYR AMERICAN CORP. 
31 West 47th St. N.Y. 
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I have just spent a swell week-end in the 
suburbs. It not only freshened my spirit, but 
started the old think-tank off on new tracks of 
speculation. 


EXAMPLE—The country squire and his lady 
were showing me through the grounds . 
paradise of lawns and femeries, fish pools and 
flower beds. Naturally, 
most of the blooms were 
strangers to a city- 
dweller like myself. 
One flashing poniard 
of color drew my atten- 
tion, and I asked its 
name. 
“That—” the man stuttered, “That's a— er— 
that’s a—well—it's a flower.” 


(Here, of course, my hostess intervened with mild 
sarcasm and glibly named names, her husband 
protesting that all flowers looked about the same 
to him, anyway.) 

e 


Not all Typewriter Ribbons and Carbon Papers are 
the same, either! As there are shade flowers and des- 
ert flowers, blossoms that love moisture and blossoms 
that don’t ... so there are typing accessories planned 
and built with definite “living conditions” in mind. 

It is preposterous to forget or ignore this. 


In the conscentious M&V line, each “variety” antici- 
pates certain specific demands. By textures, weights 
and colorings, the diverse requirements of modern busi- 
ness are met. ‘Tis as futile to sell your customer the 
wrong ribbon or carbon as it would be to plant sun- 
flowers ‘neath low-spreading maple trees. 


Understand this better, by studying more carefully 
the valuable M&V Reference Guide, supplied gratis to 
interested merchants. 


We'll be glad to send you a copy. 


ATED PRARCES 


_MITTAG & VOLGER. Inc. 


PARK RIDGE NEW JERSEY 


To answer the above ad use QUICKMAIL COUPON No. 7 


These FJeatur - 


STENOGRAPHIC 


INCREASE 


NO BULGE AT 
THE BINDING 
EDGE 


BOOKS OPEN FLAT 


1 Patented special method of binding per- 
mits rapid turning of pages without tear- 
SPRING ing or interference. Books open flat... 
BINDING every page can be used from top to 
bottom. 
ALL BOOKS CONTAIN 80 LEAVES 
Patented NON-SKID EDGES keep 
the book upright in any desired 2 
position. NON-SKID Easel Note- NON-SKID 
books don't creep or collapse. EDGES 
EYE TINT or WHITE STOCK 
3 Whatever your preference, NON-SKID 
THREE Easel Notebooks provide choice of either 


STANDARD eye tint paper ruled in green—or white 


RULINGS paper ruled in red. Paper suitable for 
either pen or pencil notes. 


To answer the above ad use QUICKMAIL COUPON No. !4 


See Your Stationer For 
Samples and Price Information 


ROCKWELL - BARNES COMPANY 


1525 West 38th —_ 2 


July, 1948 
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“MAKE 


Curls are beautiful on the head of lovely Lynn Merrick, Republic 
Pictures star—but a nuisance on carbon paper. Ask any Secretary. 


Do you want to get in on this extraordinary profit campaign? Then 
what are you waiting for? Write or wire for details of our franchise 
and we'll show you action the like of which you have never seen! 


Modern offices are standard- 
izing on OLD TOWN PURE 
SILK-aristocrat of the type- 


Uke up, America... . . 
DAWN /s BREAKING! 


OLD TOWN’S Curlproof DAWN is 
breaking records in Sales, Profits 
and Customer Satisfaction... . 


writer ribbon family. 


GooD 


ene 


750 Pacific Street, N. Y. 


IMPRESSION” 


oun own Rd Caley 


3 MAGIC WORDS—“DAWN won’t curl!” are 
causing a sensation among carbon dealers . . . 
giving a new concept of clean non-curling car- 


bon reproduction to Secretaries throughout 
America. 


DAWN is no run-of-the-mill part-time non- 
curling carbon paper that stays flat only in nice 
balmy weather. DAWN stays flat under every 
climatic condition—in broiling heat and swel- 
tering humidity, in clammy dampness and frigid 
cold. No prima donna, DAWN withstands terrific 
pounding, delivers gleaming impressions after 
days of hard usage. 


You can be sure of one thing. We are not 
hiding DAWN’S mighty light under a bushel. 
Powerful advertisements in national magazines 
are punching home the story of DAWN — the 
strongest, most convincing selling story of any 
carbon paper on the market. 


TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON «ol 


59 East Van Buren Street, Chicago 788 Mission Street, San Francisco 
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MAGINE a stock model Underwood 

operating at a rate of 217.9 words 
a minute—placing clean-cut type im- 
pressions on paper at the startling 
speed of 18 strokes to the clock tick. 
Imagine a typewriter operating at a 
rate of speed that would make it pos- 
sible to dash off an entire column of 
The New York Times in 5 minutes, 
type The Declaration of Independ- 
ence in 6 and copy Lincoln’s Gettys- 
burg Address in less than a minute 
and a quarter! 


For that is the certified performance 
of a stock model Underwood oper- 
ated by mechanical “fingers” in a test 
conducted at the Research Laboratory 
of the Underwood Elliott Fisher 
Cémpany at Hartford, Connecticut. 


Because Underwood engineers sought 
to determine the Underwood's per- 
formance at speeds far beyond the 
limitations of human hands, the 
Underwood was operated at 290 
words per minute for individual lines, 
while the score for the complete test 
(including carriage returns, etc.) was 
217.9 words per minute! 


It is significant of Underwood pre- 
cision manufacturing that even at three 
or four times the speeds at which most 
typewriters are operated, the character 
of the Underwood's finished work in 


UNDERWOOD PROVES SPEEDIER 
THAN SPEEDIEST HUMAN HANDS 
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Right: Underwood (S- Master 
Model) Typewriter as used in 
super-speed test in Research 
Laboratory at Hartford, Conn. 


this test was clean-cut, evenly spaced 
and in good alignment. 

Ease of operation—smoothness of per- 
formance—a fine quality of impres- 
sions—plus a tremendous reserve of 
speed—here are the qualities you get 
in the Underwood. 


 *? Vf 


the Underwood is faster than human 
hands can ever hope to be. Underwood 
speed at times reaches rate of 290 
words per minute! 


Scientific, super-speed test, proves 


Scored in accord with International Typewriting 
Contest Rules... 5 strokes to the word. 
UNDERWOOD ELLIOTT FISHER COMPANY 
One Park Avenue, New York, N. Y. 
Sales and Service Everywhere 
Underwood Elliott Fisher “a 


Speeds the World’s Business 
Copyright 1941, Underwood Elliott Fisher Company 


Underwood — tre s10 eter..rae 


To answer the above ad use QUICKMAIL COUPON No. | 


July, 1941 


- hii. 
| : # Be 2 : N » & " o S Ss 
: . ie , a pe al o——Lug 2 rood 
2. a “= oe > ez . 
Fi te 
a aie ee i °° 
. = More Worlg: . 
r Gy s . 
j op ttoed Tine bshin have bee 
- ic : \ | t Machine _ 27 i Mers than on Won on 
, : °85. And now th nal, by igh, tn ther make 
; ductey Ot Ho gg SCentif, Werens Ope; 
: With n- 
a et then you en tte ; 
ae Need! | 
‘eg ee 
| ; 8 | 
: 4% ez rm) 3°. 


my gf THe ar 


| oe en 


M4 : ¢ a gS — Ue : 
? : MG A J mai’ i 
; a 4 c A < if ate es . j i ‘ 
et ® a} a } 


In pencils, the point counts most. "View- 
point" is the sharpest of all mechanical 


pencils—stays pointed when others wear 


dull. "Threadline" lead, put out where you 


can see it in a superthin steel tube does 


the trick. And what a difference that ex- 


SHARPER SMOOTHER 


C oy, )« 
amere Lorn roadbine 
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Red, White and Blue — rich Military Olive Green, are the popular 
' . 
new colors in the "Threadline" 49'er. To modern styling like this, add able to use. It's the best a dollar will buy. 


clusive Dixon Rite-Rite feature does make! 


Never before was there a pencil of any 
kind that stayed sharp without sharpening, 
made clean, clear writing so easy. Never 


before a pencil so pleasant and comfort- 


the “twistproof” mechanism, smart design and "Threadline™ Lead 


and you know why more Americans buy "Threadline at 49". SEND QUICKMAIL COUPON NO. 4 


RITE-RITE MFG.CO. CHICAGO 


OFFICE EQUIPMENT DIGEST 9 
For Purchasing Agents, Controllers, Office Managers 


Subsidiary of Joseph 
Dixon Crucible Co. 
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QUICKMATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 
ment and stationery field to the Quickmail Coupon System — a patented new 
inquiry system which saves hours of time for readers in answering advertisements 


and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


Only | minute plus Ic to make an inquiry. 


Brings you the latest information. 


‘ 
2. 
3. Identifies the source of your inquiry. 
4. 


Gives you a pre-addressed, gummed mailing label ready for use. 


USE 4~ 
COUP CN No.0 


‘The New Ad 
-Technique ~ 
QUICKMAIL brings you the information or merchandise you desire 


with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


SIMPLE TO USE: 


Stick the coupon on the 
stamp side of a postal card, 
write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
head, sign your name and 
title, and mail in your own 
envelope; or stick the cou- 
pon on your envelope and 
enclose your inquiry or 
order for specific mer- 
chandise. 


Use w eS BE Coupons Opposite his P age 


4 Details Per 
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ffer Your July Ad 


Send 


10 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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BR Underwood Elliott 
Fisher Co. 
1 Park Ave. 
New York 
N. Y. 


‘2 Rite-Rite Mfg. Co. 
1501 W. Polk St. 
Chicago, Ill. 


: 

Ry 

; Mittag & Volger, 
Inc. 


) Park Ridge, N. J. 
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. 


jites © 
end De 
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Quality Park 
Envelope Co. 


B23) 11-116 Mdse. Mart 
s\. Chicago, Ill. 


The Louis Melind 
Co. 
362 W. Chicago 
Ave. 
Chicago, Ill. 


The Victor Safe 
& Equipment Co., 
Inc. 
North Tonawanda, 
N. Y. 


Acco Products, Inc. 
39th Ave. & 24th St. 
Long Island City, 
N. Y. 


gu pe Osges 
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ier Your July Ad 
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Send 


Koh-I-Noor 
Pencil Co., Inc. 
373 Fourth Ave. 

N.Y.C. 


Details Per 
fer Your July Ad 


~~ 
Send 


Standard Record 
Co 


104 S. 4th St. 
Brooklyn, N. Y. 


—- ite ca 
iter Your July Ad 


Pioneer, Inc. 
102 12th St. 
Tacoma, Wash. 


Details Per 
fer Your July Ad 


Send wmite 


Ee Derails Por 
. Your July Ad 


GEYER'S GEYER'S 
Digest 


CYER'S GEYER'S GEYE 


Sev eh 


Office Equipment Digest 


‘'S GEYEK'S 


Office Equipment Digest 


GEYER 


Office Equipment Digest 
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Digest Office Equipment Di 


R'S GEYE 


ent Digest Office Equipment 


Send Details Per 
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Office Equi 


Digest 


Send Details Per 


Digest Office Equipment 
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Digest Office Equipment 


Digest Office Equipment 


Send Details Per Send Details Per Send Details Per Send Details Per Send Details Per Send Details Per Send Details Per 
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Offer Your July Ad 


¢ Your July Ad 


The General 
Fireproofing Co. 
Youngstown, Ohio 


Wn. Schollhorn Co. 


: New Haven, Conn. 


ler Your July Ad ler Your July Ad ler Your July Ad 


Offer Your July Ad 


fer Your July Ad 


Offer Your July Ad 
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Rockwell-Barnes Co. 
1525 West 38th St. 
Chicago, Ill. 


Jasper Chair Co. 
Jasper, Ind. 


Blaisdell Pencil Co. 
141 Berkley St. 
Philadelphia, Pa. 


C. L. Barkley & Co. 
517 S. Jefferson St. 
Chicago, Ill. 


The Wholesale 
Typewriter Co. 
155 Sixth Ave. 
New York, N. Y. 


Codo Mfg. Corp. 
509 So. Franklin St. 
Chicago, Ill. 


The Fifth Avenue 
Building 
Broadway and 5th 
Avenue 
ew York, N. Y. 


Dawn Mfg. Corp. 
Div. Hall-Welter 


Co., Inc. 
16 Champeney Ter. 
Rochester, N. Y 


HS GEYER — 


OK 


Send Details Per 


Olfice Equipment 


Send Details Per 
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Send Details Per 
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Offer Your July Ad 
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Offer Your July Ad 
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Her Your July Ad Offer Your July Ad 


ler Your July Ad 


Eagle Pencil Co. 
703 East 13th St. 
New York, N. Y. 


Sengbusch 
Self-Closing 
Inkstand Co. 
725 Sengbusch Bldg. 
ilwaukee, Wis. 


Joseph Dixon 

Crucible Co. 

Dept. 53-J7 
ersey City, N. J. 


Ace Fastener Corp. 
3415 N. Ashland 
Avenue 
Chicago, Ill. 


Art Metal 
Construction Co. 
amestown, N. Y. 


Metal Specialties 
Mfg. Co. 
3202 Carroll Ave. 
Chicago, Ill. 


Sturgis Posture 
Chair Co. 
Magnolia St. 
Sturgis, Mich. 


W. A. Sheaffer 
Pen Co. 
‘ort Madison, lowa 


Paper 
Manufacturers Co. 
5th & Willow Sts. 
Philadelphia, Penna. 


Old Town 
Ribbon & Carbon 
Co., Inc. 
750 Pacific St. 
Brooklyn, N. Y. 


Milo Harding Co. 
416 Commonwealth 
Annex 
Pittsburgh, Pa. 


Zephyr American 


Corp. 
31 West 47th St. 
New York, N. Y. 
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Stick cov Stick — gee 4 on stamp - of penny. , 
post-c: Write your fiemn's name - post-ca: your firm's names post-card. \ ‘tg YOur fiw’ 
eed cddrees cn bach cf cord aed: ond ogdrem on bact of cord ond? ond ogdren on (enum 
mail. tt. will receive perticelers « mail. You will receive particulars: mail. You . ..| 

referred Inside referred 


ovr ad on : to in ovr ad on page 3.+ referred to Our Od OF page 
. ° COLUMBIA RIBBON & CARBON * UNDER\. 
3 EAGLE PENCIL CO. 2 MFG. CO., INC. = DER\: OOD. SLLOM 
Sevetanecesssduvevevwesttwebsovveneetbesssoneseetesoveneresevesonees ota 
: Stick c n on stamp side of penny > 4 
ee cree ee ee ae post-card, Write your firm's names Stick coupon on stamp side of 


4 address on back of card and + —4 pies op Nat ot cane iaees: Oe caen rr 


You will receive particulars « and address on back 
mail. You e receive particulars: referred . of con 
referred to in our ad on page 26. + ao lla od on the vs mail. You will receive pes 
BUSCH SELF-CLOSING > THE GENERAL FIREPROOFING ote in cw tang 
INKSTAND CO. 5 co. . 4 RITE-RITE MEG. 


Stick coupon on stamp side of penny Stick coupon on stamp side of penny Stick coupon on stamp side of 
post-card. Write your firm's name ° post-card. Write your firm's name post-card. Write your firm; 
and address on back of card and ¢ and address on back of card and: and address on back of can 
mail. You will receive particulars § mail. You will receive particulars: mail. You will receive . 
referred to in our ad on page 29° referred to in our ad on page 3%: referred to in our od on pon 
9 JOSEPH DIXON CRUCIBLE CO.: 8 WM. SCHOLLHORN CO.; 7 MITTAG & VOLGR 
. . 
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Stick coupon on stamp side of penny + Stick coupon on stamp side of penny * Stick coupon on stamp side of 
post-card. Write your firm's name + post-cord. Write your firm's name : post-card. Write your firm's 
and address on back of card and } and address on back of card ands and address on back of cow 
mail. You will receive particulars $ mail. You will receive particulars; mail. You will receive 


referred to in our ad on page 31. : referred to in our ad on page 36° referred to in our od on pop — 
12 ACE FASTENER CORP. $ I! L. M. BICKETT CO.$ 10 THE H. C. COOKG —¥ 
e 7 ‘ 
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: P “ights 
Stick cou n on stamp side of penny ; Stick coupon on stamp side of penny*s Stick coupon on stamp side ot 
postcard. Write your firm's name - post-card. Write your firm's names post-card. Write your firms 
ond, opiress on aw Bagh ns 2 and address on back of card and: and address on back of card 
referred to in our ad on page 33. 5 mail. You will receive particulars; mail. You will receive 
ART METAL CONSTRUCTION $ referred to in our ad on page 6. referred to in our ad on pop 
co. =. ROCKWELL-BARNES CO.$ 13 QUALITY PARK ENVELOPE 
. . 
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Stick coupon on stamp side of penny + Stick coupon on stamp side of penny * Stick coupon on stamp side of 
post-card. Write your firm's name : post-card. Write your firm's name = post-card. Write your firm's 
and address on back of card and $ and address on back of card and$ and address on back of cord 
mail. You will receive particulars * mail. You will receive particulars$ mail. You will receive 

referred to in our ad on page 28. referred to in our ad on page 40.° referred to in our ad on pop 


18 METAL SPECIALTIES MFG. CO. = 17 JASPER CHAIR CO.$ 16 THE LOUIS MELIND © 
. 
Torr oh ill 
: 
Stick coupon on stamp side of penny ; Stick coupon on stamp side of penny * Stick cou: stamp 
post-card. Write your firm's name ; post-card. Write your firm's name = post-card, Write m— 
and address on back of card and $ and address on back of card and > ond, otéren oo ae 
mail. You will receive particulars ¢ mail. You will receive particulars ¢ py a in ow ofa 
referred to in ovr ad on page 35. + referred to in our ad on page 35. ° E VICTOR SAF 
21 STURGIS POSTURE CHAIR CO. $ 20 BLAISDELL PENCIL CO.$ 19 EQUIPMENT CO, 
pedssccccecoveccccsooscsscvengosesqsasooossonsecoosoooos {occcocresces HiME 
Stick coupon on stamp side of penny Stick coupon on stamp side of penny Stick coupon on stamp sideo! 
post-cord. Write your firm's name « post-card. Write your firm's name post-card. Write your fim 
and address on back of card and $ and address on back of card and: and address on back of cad 
mail. You will receive particulars : mail. You will receive particulars $ mail. You will receive 
referred to in our ad on page 25. + referred to in our ad on page 36.% reforred to in our diem par 


24 W. A. SHEAFFER PEN CO. $ 23 C. L. BARKLEY & CO.$ 22 ACCO PRODUCT, 
e - 
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Stick coupon on stamp side of penny = Stick coupes co stomp side of penny 
¢ firm 

post-card. Write your firm's name « ee cilia. an beck tema 

and address on back of card and { mail. You will receive ——- 

mail. You will receive particulars : reteoved to lace ed on the. lnsige 

referred to in our ad on page 30. + — 

27 PAPER MANUFACTURERS CO. > 2, "NE WHOLESALE TYPEWRITER - 
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Stick coupon on stamp side of penny : Stick coupon on stamp side of penny * Stick coupon on stamp side of 


Stick coupon on stamp sided! 
post-card. Write your firm's 
and address on back of card 
mail. You will receive part 
referred to in our ad on poy 


25 KOH-I-NOOR PENCIL CO, 
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. Write your firm's name : post-card. Write your firm's names post-card. Write your firm's 
and address on back of cord ond ° and address on back of card and 5 and address on back of cad 
moll ed 10 in ovr ad on pave 7. 2 mail. You will receive particulars $ mail. You will receive 

OLD TOWN RIBBON & : “terred to in our ad on page 34; referred to in our odes PF 


30 CARBON CO., INC. CODO MFG. CORP.; 28 STANDARD RECO CHE [27° 
e . i 
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Stick coupon on stamp side of penny > Stick coupon on stamp side of penny * Stick coupon on stamp sided 


: tos 
post-card. Write your firm's name « post-cord. Write your firm's name. post-card. Write your firm's CHIC 
and address on back of card and $ and address on back of card and ; and address on back of ca 
mail. You will receive particulars * mail. You will receive particulars * mail. You will receiv 
referred to in our ad on page 37. : referred to in our ad on page 4.: referred to in our od en Om 
33 MILO HARDING CO. ; 32 THE FIFTH AVENUE BUILDING $ 31 PIONEB, 
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and address on back of card and § and address on back of card 
mail. You will receive particulars mail. You will receive partic 
referred to in ovr ad on page 5. referred to in ovr ad on pag 
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-+ “will obey an intelligent impulse to buy while the 
buying is good... ." 
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Obey that Impulse! 


HE Administration’s policy of discouraging that 
form of advertising which seeks to scare people 
into buying by warning them of impending scarc- 

ity and increased price was never intended to lull 
purchasers into complacency regarding the ability of 
suppliers to keep on meeting their needs as if there 
were no state of national emergency to upset our 
normal system of production and distribution. 


% It is certainly no secret that the operation of 
priorities, concentration on manufacture of defense 
goods, and general rising production costs are oper- 
ating as curtailing factors in the commercial station- 
ery and office equipment industry at a time when its 
products are in growing demand. And as this is writ- 
ten, the proposed new Revenue Act of 1941 has in it 
provision for a tax of 10 per cent of the manufactur- 
ers’ sales price on “office and store machines, type- 
writers, cash registers, adding machines, etc.” 


% Those whose job it is to keep the office at its peak 
of efficiency should not wait until some indefinite 
future date to cover their requirements for equip- 
ment and supplies. They will not be panicky about 
it; they will obey an intelligent impulse to buy while 
the buying is good, to give their organizations prac- 
tical insurance against any let-down in efficiency 
attributable to lack of needed office supplies, furni- 
ture, or machines. 


* Now is the time for every office to survey its 
requirements through to the end of this year at least, 
and to place the orders that will guarantee it against 
possible enforced hand-to-mouth purchase and deliv- 
ery later at prices higher than those now obtainable. 


* Obey that impulse! 
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THE INTERIOR DESIGNER 
AND THE OFFICE 


= 


> idl 


OT many years have passed since American business men first began to be 
aware of the great truth that their offices could be beautiful as well as 
efficient—that in fact true office efficiency cannot be attained without 
proper consideration of the esthetic effect of the office on those who work in it. 

More and more office interiors are being designed with the care and 
skill expended on the finest home interior. The office pictured above, that of 
John B. Walker, assistant to the president of United Air Lines, in the Airlines 
Terminal, New York, is a particularly good example of interior design as 


applied to the modern office. Walter M. Ballard Co., New York, created 
this room. 
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GEORGE S. MAY, author of this 
material, is chairman of the 
board of trustees of the George 
S. May Business Foundation, a non- 
profit, fact-finding organization 
conducting research in the inter- 
ests of American private enter- 
prise. Data gathered by the 
research staff of the Foundation 
and by Mr. May in his own exten- 
sive experience as the head of one 
of the country's largest manage- 
ment engineering firms, provide 
the basis for this analysis of office 
management methods, which was 
originally published in Commerce, 
official organ of the Chicago 
Association of Commerce. 


This is the first of two articles. 
The second will appear in the 
August issue of Office Equip- 
ment Digest. 
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UP PRODUCTION 
IN THE OFFICE 


By George 8. May 


of the George 8S. May Business Foundation 


the factory and the shop. We think of line production with 

each man specializing at a certain task, and we visualize engi- 
neers poring over plans for new machinery or making time-motion 
studies to eliminate useless movements, realign machines, or change 
production methods, all in the name of efficiency. 


Rarely, however, do we even consider the clerical division when 
efficiency is mentioned. The average man, although well aware of 
American skill in operating factories and mills, would be at a loss 
to tell whether offices are run efficiently or not. Of course he might 
make a logical guess and answer affirmatively, since it does seem 
unlikely that an enterprise would be highly efficient in one division 
and actually slovenly in another, but, as with most opinions based 
on inadequate information, Mr. Average Man would be at least 
partly wrong. 

In general, office efficiency is far behind that of the production 
division. There are many exceptions, to be sure, but they only prove 
the rule. This does not mean that offices in general are necessarily 
grossly inefficient ; it does mean that they are not up to the standard 
set in manufacturing, and that there is much room for improvement. 

There are several explanations for this situation. In the first 
place the clerical expense in most organizations is relatively minor 
when compared with the wage bill, the cost of materials and selling 


Wine anyone speaks of American efficiency our minds turn to 
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expenses. Furthermore, the trend of clerical employment in relation to 
employment of so-called productive workers has been generally downward 
in the recovery since 1933, according to a study of more than 200 industries 
made by our business foundation. 

Naturally, too, an executive is out for big game when he looks for econo- 
mies, and he is disposed to overlook the office. Any management engineer 
will tell you that some executives don’t even want to talk about office econo- 
mies, and you can seldom trust a report in their hands with any confidence 
that it will be read. Long ago we learned how to get around this difficulty; 
instead of handing in or mailing a report we insist on reading it to the execu- 
tive word for word. 

Another explanation lies in the fact that most top executives come from 
either the sales or the production departments. They are neither familiar 
with office routine, nor much inclined to learn it. And you can’t exactly 
blame them, for the mass of detail involved in office work is not an attractive 
thing to tackle. So, the top man delegates responsibility for the office to the 
comptroller or the head bookkeeper. But the comptroller and the bookkeeper 
are specialists too. They are concerned with keeping the records in first 
class order, and so long as this is done they feel satisfied. 


Meanwhile the opportunities to bring about improvement in office effi- 
ciency continue to multiply. Fertile brains constantly are bringing forth 
new machinery and equipment or are improving the old; experts in office 
system are improving old techniques; engineers and architects are provid- 
ing better physical conditions for office work. 


Suppose we get down to the details by discussing a few of the points on 
which office efficiency is not all that it might be, in the following order: 
Office planning and layout. 
Clerical machinery. 
Performance standards. 
Miscellaneous labor savers. 
Excessive help. 
Filing. 
. Forms. 
. Personnel selection. 


Office planning and layout, or rather its absence, furnishes one of the 
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most striking contrasts between office and factory efficiency. You simply 
can’t conceive of a factory in which there has not been a great deal of 
thought given to the placing of machinery and the movement of materials. 
But offices—why it’s not at all unusual for employes to shift the desks 
around themselves in order to obtain greater convenience or comfort, 
perhaps without regard to the best interests of the group as a whole. 


The average office is not well planned. Indeed, it would be more accurate 
tosay that the average office is not planned at all. Frequently the employes 
are too crowded to be efficient, and a still more common fault is the spread- 
ing of facilities too widely. As often as not, mechanical equipment looks 
as though it had been placed without regard for its relation to the func- 
tions of other equipment or the convenience of those who use it most. 


Even small offices are susceptible to improvement from scientific layout 
studies. I have seen actual instances where efficiency in small offices was 
increased by as much as 33 to 100 per cent. These studies are not difficult 
to make. If an executive would take the time to sit down and draw on a 
piece of paper the space allotted for office work, plot in the various pieces 
of equipment, and then chart the paths or channels taken by various 
routine matters during the course of a day, he would quickly determine 
how much back-tracking and lost motion is taking place. It would be pos- 
sible by this means to discover just what portion of employes’ time is used 
constructively, and what portion is wasted. 

Accompanying this article are two drawings, one to illustrate an ineffi- 
cient layout in a small office, and the other showing an efficient layout. 
In the poor layout you will notice that the office manager, who usually 
does less detail work than some others in the room with him, occupies the 
choicest location for light, while the billing and pricing clerks who work 
on figures most of the day, and the price files, are farthest away from 
the window. 

The desks and other equipment in this illustration are so placed that 
the workers are either facing the light source, are in their own shadow, or 
have the light coming from the right so that the shadow of a hand is 
thrown across the point of its application. 

While the flow of work in an office of this size is not large, many steps 


(Turn to page 28) 
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ABOVE: 


FIGURING-LISTING MACHINE. Its 10-key Barrett electr 
uring-listing machine, finished in the new Graytone styling, was 
recently announced by Barrett Adding Machine Div., Lanston Mono 
type Machine Co., 24th at Locust St., Philadelphia. All control 
keys are electrified and automatic, and automatic totals are secured 
by merely touching the starting bar. Sub-totals are electric and 
automatic. Even the correction key is electrically operated. Feature 
is the automatic electric shift and multiply key which enables the 
operator to do rapid multiplication with the use of only one key 
which not only multiplies but automatically shifts. Adding capacity 
is nine columns, and for multiplication the capacity is almost 
doubled through the use of the back spacer. This Model, B29E, is 


portable, weighs but 15 pounds, takes up desk space of only 
7 by 13 inches. 


ic fig. 


ABOVE: 


OFFICE MACHINE LIGHT. A fluorescent lighting unit, designed ' 
to meet the needs of the average desk and office machine, is this 
Tru-Lite model, from Tru-Lite Co., 542 S. Dearborn St., Chicago. 
Light rays do not strike the eyes of the operator either from the 
source or as a reflection from the working surface. The unit is 
adjustable, can be used with typewriters, billing machines, book- 
keeping, other b machines, retails for $18.50 without the 
bulb. A floor stand model retails for $25. 


CPSC CC OCS 
eeeveves 


ABOVE: 


CARBON RIBBON TYPEWRITER. Intended to fill the demand for 
writing master sheets for use on gelatin and spirit type duplicating 


machines, as well as for writing masters for Photolith and Multilith 
ABOVE: reproductions, is this new Super-Speed carbon ribbon typewriter trom 
POSTCARD DUPLICATOR. Cards are fed automatically to L. C. Smith & Corona Typewriters, Inc., 703 E. Washington Ave, 
the drum of this Print-O-Matic automatic duplicator from Print- Syracuse, N. Y. The machine has two ribbons, one a regular fabric 
O-Matic Co., 333 W. Lake St. Chicago. The machine will ribbon; the other a carbon paper ribon. Each operates independently 
print more than 3,000 cards from one stencil at an average of the other, each has its own feeding mechanism. The ribbons can 
operating cost of five cents a thousand cards, including the be used simultaneously, or either one can be used separately without 
stencil and ink, according to the firm. Rubber suction cups hold removing the other from the machine. 


the machine firmly, protect the furniture. The machine is per- 

tly adjusted at the factory for U. S. government post- 
card sizes. However, it will handle paper stock as well as cards. 
Finished in black crackle enamel, it retails for $6.75, complete 
with stencils, ink, brush, writing plate, correction fluid, ink pad. 


RIGHT: 


ALPHABETIC VERIFYING PUNCH. International Busi Machi Corp.. 
590 Madison Ave., New York, has introduced an alphabetic verifying punch. 
so that alphabetic as well as numeric data punched in a card can be verified. 
The machine provides, by means of a card inserted in a master-card rack, 
control of several conditions which would require that verification be modi- 
fied. The punch is of particular use in applications requiring a high degree 
of accuracy in the punching of names, such as insurance policy records. When 
an error is detected a red light is shown, and the machine locks to prevent 
further operation until the error is rectified 
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Glass figures prominently in this revolutionary ty 
of Libbey-Owens-Ford Glass Co. The utility of t 
eastern sales manager, at work. 


fe 


of desk used in the new offices of the remodeled headquarters 
furniture is apparent in this photograph, showing G. L. Conley, 
(Furniture by Stow-Davis, installed by Lewis Business Furniture Co., Toledo.) 


A GLASSICAL OFFICE FOR 


Looking through a pair of 
Tuf-flex tempered plate glass 
doors into the wing occupied 
by the sales department of 
Libbey-Owens-Ford Glass Co., 
one sees this light, cheerful 
work space. With walls from 
floor to ceiling of Satinol 
Flutex figured glass, light seeps 
through to increase the effi- 
ciency of stenographers at the 
battery of desks. (Security 
Steel Equipment oo Ad- 
ministor desks, installed by 
Lewis Business Furniture Co.. 
Toledo. 


LIBBEY-OWENS-FORD 


HEN it came time to think about furniture for the new offices in the 
modernized headquarters of Libbey-Owens-Ford Glass Co., Toledo, it 
was decided that it ought to fit the setting. The entire twelfth floor 

of the Nicholas Building had been renovated and dressed up with company 
products until some of the old equipment was out of place. 

The problern was turned over to H. Creston Doner, manager of the 
department of design, who sketched some new pieces which incorporated 
utility and masculinity. The drawings were turned over to Stow-Davis 
Furniture Co., Grand Rapids, Mich. for execution, and the finished products 
are seen in an accompanying photograph. Manufacturers of office equip- 


$s tt 859 


ment who have inspected the furniture regard it 
as a great contribution to the industry. 

This new, appropriately “‘glassical” office fur- 
niture was made of select grain walnut, bleached 
and stained a warm gray. It was then finished 
with clear lacquer and hand rubbed. The feature 
of these desks is their inch-thick visual top of 
polished plate glass. This is supported only at 
outside ends of the desk, leaving a 314-inch space 
between the glass and the wood top of the desk 
where timely correspondence can be placed out 
of the way but within eye range. The surface of 
the desk is left clear for action, but convenience 
of pertinent papers is not jeopardized. Prac- 
ticality and modernity have been successfully bred 
together into these desks, it is felt, and Libbey- 
Owens-Ford reports they are popular with the 
men who sit behind them. 

Companion pieces of furniture in the offices are 
(Turn to page 26) 
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ABOVE: 


CHECK REGISTER SYSTEM. The Ekonomik check register system 
consists of a binder, refillable registers, and a check holder, is suit- 
able for use in any business. The binder opens flat to the current 
page. Feature is the segregation of checks and deposits, and the 
elimination of check stubs. According to the manufacturer, Pioneer, 
Inc., 12th and "A" Sts., Tacoma, Wash., the use of the system is said 
to cut posting time more than fifty per cent. 


RIGHT: 


ABOVE: 


PAPER CUTTER. New bench model paper cutter is this unit 
from Northwest Type Foundry, 503 S. Fourth St., Minneapolis, 
Minn. Known as the Triumph model, it will cut stock up to 
19! inches in width into strips as narrow as Y4-inch in size. 
The table holds stock up to 24 inches in length. Finish is gray 
crackle, with the knifebar in red. The Triumph may be had 
with or without crackle finished matching bench. 


ABOVE: 

BUSINESS FORMS BOOKLET. Philip Hano Co., Inc., Holyoke, 
Mass., maker of manifold business forms since 1888, has com. 
piled for distribution to the trade this complete and attractive 
sales manual which contains descriptions, prices, and many illus- 
trations of the firm's varied business systems. The book, 10 by 
11'/5 inches in size, is spiral bound in heavy cardboard embossed 
covers. Its more than 150 pages are indexed in tab form enab- 
ling the user to find the necessary information and actual samples 
of the complete Hano line. The firm's line includes autographic 
registers and forms, carbon packet and continuous forms, litho- 
graphed billing machine forms, Snap-a-part forms, others. 
The manual was written and designed by Norman L. Hanna, sales 
promotion manager of the firm. 


ZIPPER PORTFOLIO. To meet the demand for large, two- 
handled portfolios, Murray Varat Co., 114 S. Clinton St., Chi- 
cago, has introduced this Model 333. An all-purpose, 2-side 
zipper portfolio, it is 16 by I1'/2 inches in size, made of baby 
walrus, deep-buffed cowhide in black, with hand turned-in edges, 
two deep gussetted-extension pockets on each side, and a Talon 


slide fastener. The portfolio has disappearing handles. 


BELOW: 


PAYROLL CALCULATOR. New improvements in graphic 
calculator design are embodied in this payroll calculator from 
Delbridge Publishing Co., 2502 Sutton Ave., St. Louis, Mo. The 
loose leaf binding allows for transfer of the currently-used rates 
to the first bank for instant reference. It is adaptable to hourly, 
daily, weekly, or monthly rates of pay since blank index spaces 
provide for the insertion of other rates corresponding to the 
printed hourly rate index. It shows the complete series of figures 
required—amount, '/2 extra for overtime, total earnings, Social 
Security deduction, net +. The calculator shows from 
Ya hour to 60 hours at rates from 30 cents to $1.75 per hour, 
contains 260 visible-indexed pages, sells for $15. 


RIGHT: 

DESK SETS. Improved efficiency and new designs in dipless 
desk sets were announced recently by Esterbrook Pen Co., Cam- 
den, N. J. Both the single and double unit of molded Durez 
plastic may be had in black, maroon, green-gray, and brown 
mottle, designed to harmonize or contrast with widely-used 
office colors. The new design is said to prevent surging of ink 
up through the socket. A choice of nibs is available on the pens. 
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TANDARDIZATION 

F FLOOR COVERING 

IN THE OFFICE 
LAYOUT 


By Kenneth H. Ripnen 
of Kenneth H. Ripnen Co.. Ine. 


design in office floor coverings to an 
acceptable conservatism, flexibility for 
partition changes is now possible, with the 
elimination of fancy decorative floors, and 
that has been one of the principal problems 
of floor covering in the office layout. There 
will always be a place for striking decorative 
effects in floors in the office reception room 
or the showroom, but practical simplicity is 
now the mode for private offices, general 
offices, and hallways. 
We recently set up standards in floor cov- 
ering for a national corporation, using plain 


colored broadloom carpet over Ozite, laid wall 
to wall, for the senior executive’s and sub- 


executive’s private offices; plain colored 


Wie the simmering down of modern 


TOP TO BOTTOM: 


In offices of Republic Steel Corp., New York: Reception 
room with rubber tile floor and rug over it; conference room 
with carpet laid wall to wall; executive private office with 
tubber tile floor covered with rug. 


STANDARDIZATION OF FLOOR COVERING IN A TYPICAL 
CORPORATION 


Other Materials to 


Material Used ShieesPeian 


Senior Executive 
ice Carpet over Ozite 


i R 
(plain colors) Oriental Rugs 


Linoleum, Cork, Rub- 


Sub-Executive Office | Carpet over Ozite} ber 


es 


General Offices Linoleum (sheet) Mastic Tile, Rubber 


} Linoleum (sheet or 
Corridors Rubber (sheet) tile), Mastic Tile 
Cork, Terrazzo 


Reception Room, Linoleum (sheet or 
aim Rooms, Rubber and Rug tile), Mastic Tile 
overs Cork, Terrazzo 


tert 
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6-foot wide linoleum over saturated felt in gep. 


eral office open areas; rubber in all-over pattern a 
over saturated felt in corridors, reception rooms 
and waiting rooms; and we added rugs over the a 
rubber in the reception rooms and waiting rooms, tl 
This division of uses of materials for floor coy- m 
ering is typical of the average corporation, and Ci 
when removal and re-arrangements occur, stand- de 
ardization of floor covering saves time and money, 
In the standardization of floor covering in a cor- th 
poration’s branch offices, managers throughout 
the country know exactly what floor covering goes $2 
in each area of the offices. They do not have the el 
problem of deciding what areas should receive 
carpet, linoleum, rubber, cork, mastic or compo- de 
sition floors, and the thickness, colors, siz =. meth- th 
ods of laying, and such. ar 
Specifications, in addition to listing manufactur- 
ers’ names, would include information as follows: er 
Carpets: The weight, color, widths (34, or broad- on 
loom), lining, and whether laid as rug or 
carpet. on 
Linoleum, Rubber, Mastic Tile, Composition: The lit 
thickness, marbleized or colors, tiles (varied flo 
sizes) or sheets, lining. flo 
Cork: Thickness, shades, sizes (tile), installation, th 
Entrance to general office, Home Oil Co., Seattle Wash. Armstrong finishes and maintenance. C0) 
linoleum floor. Often special consideration will be necessary, | 
as in sections where hard surface floor covering op 


such as linoleum, rubber, mastic and cork comes 
in contact with carpet or with changes of materi- 
als at doorways and arches. Here saddles are 


Office, Crosley Corp., Cincinnati, Ohio. Armstrong rubber tile floor. 
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ysed, and where a floor covering terminates at 
an expanse of painted cement floors or terrazzo, 
a 4-round metal edging strip is used. 

Inserts of linoleum or rubber in cork or carpet 
are often desirable at doorways, where excessive 
traffic soon wears the floor covering. This treat- 
ment is the one commonly selected for Pullman 
cars, where a tile of linoleum or rubber is at the 
doors off platforms to the carpeted area of the car. 

Sometimes when acoustical effect is a factor in 
the office, cork or carpet over Ozite is used. 

Often the building management will require 
saturated felt under all hard surface floor cov- 
ering. 

Where traffic is spotty, as at reception windows, 
desks, etc., a tile type of floor covering is better 
than others, as replacement is conveniently made 
and is not noticeable. 

A typical standardization schedule of floor cov- 
ering for a corporation is indicated in the chart 
on page 21. 

Many an office in which care has been lavished 
on the treatment of walls and ceiling reveals that 
little attention has been given to the matter of 
flooring, yet it does not need to be argued that 
flooring is of vital importance to every person in 
the office from the triple standpoint of efficiency, 
comfort, and appearance. 

The layout and equipment of today’s smoothly 
operating offices truly are done from the floor up! 


Office, McCann Erickson, Inc., New York. Congoleum floor. 
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Office, Economy Service, Newark, N. J. Congoleum floor. 
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OFFICE EQUIPMENT 
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ABOVE: 


CHAIR CASTERS. Departure from conventional types of 
chair casters are these new models from Service Caster & 
Truck Co., 546 N. Brownswood Ave., Albion, Mich. Casters are 
equipped with double ball raceways, making them swivel. Before 
plating or painting, all metal parts are cadmium plated for 
protection against rust. Wheels are cushion tread, mounted on 
self-lubricating axles. Casters are available in two finishes: mir- 
ror chrome and Crac-o-lac black, and with a choice of either 
soft or hard tread wheels. 


ABOVE: 

POSTURE SWIVEL CHAIR. Made of walnut with a choice 
of machine buff leather in red, green, and brown, or mohair 
frieze covering, is this posture swivel chair from Michigan Desk 
Co., Grand Rapids, Mich. This may be had without arms. 


RIGHT: 


INTER-OFFICE COMMUNICATING SYSTEM. This low priced, 
electric paging and inter-communicating system for offices and 
factories, is from National Inter-Communicating Systems, 2434 
Montrose Ave., Chicago. It is said to use less current than a 
40-watt bulb, operates on 110-125 volt AC-DC current from a 
single electrical outlet. From | to 10 people can converse over 
the unit, at one time or individually. Simple in operation, us- 
ers can answer 50 to 100 feet away from their substation unit 
without leaving their work. This Model No. 400 is housed in 
a walnut cabinet. 


24 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


ABOVE: 

FILE CARD FOLDER. Redi-Record Co., 160 Madison Ave, 
New York, has developed a visible removable card system in 
a standard filing folder. Here the Redi-Record folder is shown 
open, with the bank of removable cards as it appears to the 
eye. With every name visible any desired record can be acey- 
rately located at a glance. The folder, which can be filed in 
any standard cabinet, document file, or the large drawer in the 
bottom of a desk, accommodates card sizes of 3 by 5, 4 by 6, 
and 5 by 8 inches. 


ABOVE: 

RAINBOW COLORED PENCILS. Pencil buyers will be seeing 
at their stationers this new display of a complete assortment of 
one dozen each of the 48 colors in the Rainbow pencil line of 
Eberhard Faber Pencil Co., 37 Greenpoint Ave., Brooklyn, N. Y. 
The Rainbow pencils have a smooth, soft wax-impregnated lead 
suitable for use on drawing papers, tracing cloths, and illustre- 
tion boards. Colors are permanent, can be blended. Rainbow 
pencils can be bought in Y« gross cartons, all one color, or in 
attractive desk assortments of 12, 24, 36, and 48 colors. 
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TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON xo RZ 


‘ABOUT YOUR FIRM’S 


DRAF TEES: 


Business recognizes that it is tremendously important to 
foster and maintain a pleasant and understanding rela- 
tionship between any company, and its men, and between 
the men selected for U. S. Service and our Government. 
That is why so many firms are giving their departing 
Draftees a Sheaffer's Lifetime Military set. 


it is handsome and impressive, because it is the finest 
gift of its kind. It is one of the few draftee gifts that 
meet U. S. Service Requirements; Sheaffer's Military 
ensembles are specially designed for daily use in Ser- 
vice and ever after. 


Easy to Give 


Purchased in any quantity through your stationer or 
other Sheaffer dealer, it is by no means a costly gift, 
as fine things go. . . . And a Sheaffer's Lifetime will keep 
the old job and the company warm in any man's mind, 
now and for the rest of his life... . W. A. SHEAFFER 
PEN COMPANY, FORT MADISON, IOWA. 


SHEAFFERS © 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


...a gesture of deep significance 
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$9.50 and $10.00 


HP-6 $2.75 and $3.00 


...@ Sengbusch Handi-pen on 


every desk—from the harmonizing 


Complete variety of styles, 
colors, and prices for 
every office requirement 


Plain or “dressed up” — 
single or double — black or 
in striking colors—the HP-6 
Series gives you everything 
you need for a 100% Handi- 
pen installation, at prices 
from $2.75 to $10.00. Hand- 
some HP-6 styling dresses up 
your office . . . basic Handi- 
pen features give your staff 

HP-640 the writing satisfaction they 
(Gepuine Two-tone — have always dreamed about. 
Sengbusch “tip-in-ink” fea- 
ture provides uniform pen- 
inking; no flooding. No 
creeping of ink up to the 
fingergrip. No over-supply 
of ink to spill. Don’t be 
satisfied with old-fashioned 
desk equipment. Step up ef- 
HP-650 ; ficiency — improve morale 


HP-670 (Preswood 
Base) $7.50 and $8.00 


(Genuine Two-tone 


Walnut Bosc) — cut down ink bills, with 
this modern writing method. 
Ask your stationer for de- 
tails of 10-day free trial 
offer, or write direct. 


Sengbusch Self-Closing 


Inkstand Co. 
725 Sengbusch Bidg. 
_——. (G Walnut Base, 
Colorful Plate Trin) Milwaukee e Wisconsin 


To answer the above ad use QUICKMAIL COUPON No. 6 


A GLASSICAL OFFICE 


(Continued from page 19) 


the telephone stands, which have similar glass tops 
with space beneath for a directory. The bottom three 
quarters of each stand has shelves for company literature 
Bookcases with plate glass shelves and sliding doors ar 
in offices where they are needed. All of the furniture 
including chairs, was expressly designed for these offices 
and finished like the desks. 


This glassical furniture has a prefect setting in the 
company’s offices whose partitions are Satinol Flutex fig. 
ured glass which permits diffused light to flow from room 
to room. Corridor walls are sparkling cadet blue vitrolite 
structural glass which requires no maintenance to be kept 
lustrous besides wiping with a damp cloth occasionally, 


JOHN CRAWFORD HEADS NOMA 

John Crawford, Sun Life Assurance Co. of Canada, was 
elected president for the coming year at the annual con- 
ference of the National Office Management Association, 
held June 9th-11th at the Hotel Statler, Boston. Others 
elected were Coleman L. Maze, New York University, first 
vice-president; Robert P. Brecht, University of Pennsyl- 
vania, second vice-president, and W. H. Evans, Peirce 
School, 1420 Pine St., Philadelphia, re-elected secretary- 
treasurer. 

Two leaders in the field of scientific office manage- 
ment were honored at the annual banquet. C. L. Stivers, 
widely known for his activity on behalf of office manage- 
ment, was awarded the Leffingwell Medal and Geoffrey S. 
Childs was awarded the NOMA Fellowship. 


Of particular interest was the award made Mr. Stivers. 
Long a leader in office management circles, former vice- 
president in charge of the office management division, 
American Management Association, he is office manager of 
the Jewel Tea Co., Barrington, Ill. Combining to a marked 
degree the scientific and practical approach to the prob- 
lems of management, Mr. Stivers is a leader among the 
writers on office management. 

In selecting a recipient for the NOMA Fellowship, the 
committee making the award honored one of the early 
workers and officers of NOMA. Mr. Childs served as see- 
retary of the association in 1922-23 and as its president 
the following year. He is president and director of the 
Michigan Sugar Co., Saginaw, Mich., and a director of the 
Manufacturers Beet Sugar Association. 

Reports of unprecedented progress and growth on the 
part of the association as a whole and of the chapters 
individually marked the sessions. A program featuring 
speakers of national prominence in management circles, 
plus representative participation in discussions, held the 
interest of members. 


For QU 1CK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page 10 of this issue. 


It takes only l minute plus le to make an inquiryl 


July, 1941 
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can be saved by a correct layout. In the bad set-up it will 
be seen that related functional centers are not located 
favorably. The manager is on the opposite side of the 
room from the stenographer, the pricing clerk is on the 
opposite side of the room from the billihg clerk, and the 
route of a customer’s order looks like a plan for a laby- 
rinth. The corrected layout needs no explanation. 

The more familiar problems of office planning—lighting, 
heating and ventilation—are constant aggravations whose 
toleration is hard to understand. Take correct lighting, 
for example. Although nine out of ten executives will tell 
you that they are fully aware of the effect that lighting 
has on employe efficiency, they would be stumped if asked 
to demonstrate that it has been carefully considered in 
placing the desks and equipment of their offices, or even 
in the choice and number of electrical fixtures. 


“Don’t Wait” 

Tests prove that different persons’ eyes respond differ- 
ently to various light conditions, and that most of us can 
manage to get used to inadequate lighting. Thus it hap- 
pens that employes will claim that working in a position 
directly facing the light does not bother them. Observation 
of these workers will invariably show that they cannot 
apply themselves continuously but must periodically turn 
their attention or their vision away to rest the eyes. 
People can also get used to working in their own shadow, 
yet this practice has been found to impair efficiency by as 
much as 50 per cent. The moral is: Don’t wait until em- 
ployes complain before you check up on the lights; good 


STEPPING UP PRODUCTION 


(Continued from page 17) 


lighting will save their eyes and your dollars. 

In this modern age it is inexcusable that anyone should 
have to work with less than the best light conditions. With 
the photometer, or light meter, it is easy to analyze the 
various working positions in an office. This sort of analysis 
usually reveals some interesting facts. 

The adage “You can’t please everybody” is illustrated 
beautifully by the problem of heating and ventilating an 
office. Every individual seems to have his own ideas on 
proper ventilation and correct temperature. So a minor 
warfare almost invariably develops between the rugged 
he-man types and the sensitive snifflers who begin to sneeze 
at the first creak of a window. There’s at least one of each 
type in every office. 


Draft Dodgers 

Almost always, the winners in these intra-office struggles 
are the draft dodgers. Naturally, the result is that most 
offices are kept unduly warm and uncomfortable, the work- 
ers are sluggish and irritable, and efficiency is low. More 
than that, investigations have disclosed that the time lost 
due to colds and other illnesses runs high in offices lacking 
the right kind of heating and ventilation. 

Granting that you can’t please everybody, management 
must decide on a policy that is best for the majority, and 
then make the policy stick. Science has fairly well estab- 
lished the temperatures most conducive to health and 
physical performance, and everyone can become accus- 
tomed to them in short order. So too, with ventilation. 
Fresh air means alert workers; dead air, dopey workers. 


(This is the first of two articles. The second will appear in the August issue.) 


THAT SELLS AT 2 5 Cc 


BRAND NEW! ... an astonishingly simple, new 
invention for removing wire staples from stapled 
papers. Just insert remover points, press handles, 
out pops the staple! No torn papers—no broken 
fingernails—saves time and tempers. So quick, con- 
venient, compact and attractive, everyone who han- 
dles stapled papers wants one on sight, and priced 
so low everyone can own it—for office, factory, 
school or home. Fits any staple—made of colorful 
plastic with hardened-steel points, to give years of 
positive service. Write or wire for full details and 
prices. 


METAL SPECIALTIES MFG. CO. 


3202 Carroll Avenue Chicago, Illinois 


PRESTO 


STAPLERS e STAPLES e STAPLE REMOVERS 


An Amazing NEW 


STAPLE REMOVER: 


To answer the above ad use QUICKMAIL COUPON No. 18 
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Press the Handles . 
Out Pops the Staple! 


Mounted on a self-selling ~ 
2-color display card 
(37/"x5%") 


Item! 


Quietly ond testy Removes All S20 Srepies trem 
ot Cone Veteenie Papers 


July. 1941 
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The Best Buy 
in 
Expanding Filing Containers 
QUALITY -BILT 
DOUBLE-TOP 
FILE-JACKETS 


TIME THIEF 
COMES TO 
TIME! 


Not lie-detectors, but metabolism ma- 
chines were used to unmask the office for bulky correspondence, orders, 
time thief. The job was undertaken contracts, and grouped letters 
by a scientist at a leading Eastern col- 
lege, who reasoned: “Inferior pencils 
are obviously harder to write with. If 
the difference is considerable, the toll 
in productive man hours to American 
business must also be considerable. 
Let’s measure the difference scien- 
tifically ...” 

A group of expert pencil-writers 
were subjected to metabolism tests. 
Final results showed the amazing sav- 
ing of 50% of writing-energy when 
the subject switched from inferior 
pencils to smooth, easy-writing Dixon 
Ticonderogas. 

To drive the point home, it was fur- 
ther stated that writing with an infer- Made in letter and legal sizes with 
ior pencil for 4 hours was equivalent I", 1/2" and 2" expanding gussets. 
to climbing 29 flights of stairs of 15 
. thy — a short pause be- Aoshi to othe heavy 

Conclusion No. 1: inferior pencils Rope Manila or Red Fibre 
are obviously a major office time thief. 

Conclusion No. 2: Dixon Ticon- 
deroga pencils make for easier, pleas- 
anter, more productive work—and help 
eliminate the errors due to fatigue. 


Ask your stationer to show you this 
file-jacket or use Quickmail Coupon 
No. 13 to secure complete information. 


DIXON 


TICONDEROGA QUALITY PARK ENVELOPE CO. 


An extraordinary 5¢ pencil. Get quantity quota- 7 ; aaa ‘ 
tions from your stati or stati y dealer. 1 oot. = s 

Joseph Dixon Crucible Co., Dept, 98-17, Jersey City, N. J. 11-116 Merchandise Mart 
To answer the above ad use QUICKMAIL COUPON No. 9 
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4 
- Gstertrvuk viv-LESS 


WRITING SET! 
Writes a full 
page with- 
out dipping! 


F202 it once Write tor montha 


New. Conven- 
ient. As substan- 
tial as it is good 
looking! Holds an 
average half-year’s ink- 
supply. Can’t overflow. Can’t 
leak. Gives you famous  gwe.e set. . ($250) [7] 

C 


Esterbrook pen points. Al-  poypie set. ($500) 
ways ready to write! Try a “ie 


Single or Double Set this MEAGRE. we ee ee O 
easy way. Mark and mail GRAY........ O 
this coupon now. No obliga- WALNUT....... CO 
tion. The Esterbrook PenCo., MAROON...... O 
Camden, N. J. a O 

& 


Your Stationer’s Name --. 
ATTACH THIS COUPON TO YOUR LETTERHEAD...AND MAIL NOW! 


Announcing a aks na 


The New Balster Combination 
Typewriter - Calculating Machine Desk 


ie | 
| 


tia maneen | 


Complete Electrical Equipment 


Greater Efficiency Length: 60 inches 
Height: 29 inches Depth: 30 inches 


Calculating machine setting at the proper angle 
greatly facilitates the work of the operator in 
moving the hand without fatigue from one ma- 
chine to the other. This great convenience in 
operating the two machines in this single desk 
unit proves the Balster Typewriter Calculating 
Machine Desk to be the most facile and out- 
standingly efficient piece of office equipment that 
has been developed in many years. 


BALSTER DESK CO., Tribune Sq., Chicago, Ill. 


SMALL ROLL PRODUCTS. 
TO FIT EVERY NEED 


You will find quality perfection rolls full diameter. They 
are accurately slit and guaranteed to be uniform. Send 
QUICKMAIL COUPON No. 27 for complete details. 


ADDING MACHINE MAILING MACHINE 


CASH REGISTER MORSEGRAPH 
RIBBON PAPER FIRE ALARM 
POLICE REGISTER DIE WIPING 


’ TELETYPE TICKER TAPE 


Perfection Rolls Are Perfect In Every Detail 
PAPER MANUFACTURERS CO. 


PHILADELPHIA, PENNA. 


HIM SAY... EACH DAY 
MORE PEOPLE BUY 
JUSTRITE MARKING 
DEVICES THANANY 
OTHER BRAND | 


LOUIS MELIND CO... cuicaco... new york crry. . . SAN FRANCIS? 


To answer the above ad use QUICKMAIL COUPON No. !6 
July, 1941 
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filing of Stencils for Re-Use 


HENEVER nature of work and volume of stencils per- 
\\ mit, the hanging type of stencil filing equipment is 
probably most desirable. 

In cases where purchase of special equipment cannot be 
justified, or where it is necessary to associate stencils with 
working papers and extra mimeographed copies of instruc- 
tions, letters, reports, etc., in vertical file cabinets, a num- 
ber of problems arise: 

1. Ink absorption by use of blotting paper which will 
not adhere to stencil sheet; 

2. Protection of adjacent file material by eliminating 
seepage of oil and ink; 

3. Use of vertical file supports to relieve stencils of 
weight of drawer contents. 

In one corapany these problems seem to have been over- 
come as follows: 

After mimeograph run is completed the mimeograph 
operator lifts the lower end of stencil from drum of ma- 
chine, places edge of cardmiddle blotting sheet at end of 
stencil, lining up stencil and blotter. Cardmiddle and 
stencil are lifted from machine. Heading strip of stencil 
is allowed to fall forward over cardmiddle sheet. Card- 
middle and stencil are laid on the waxy backing sheet 
(which has been folded 1 inch along top edge while stencil 
was being run). Sample copy of work is placed on this 
unit—on top of folded heading strip and fold of backing 
sheet. Operator examines to see that all top edges are 
flush and clips. (Size of folding unit approximately 8% 
in.x 11% in.) 

If it is desired to store stencils with other records, seep- 
age of oil to adjacent material may be almost entirely elim- 
inated by use of substance 52 glassine envelopes which may 
be secured in 9 in. x 11% in. size, open end and open side. 
Approximately 20 stencils prepared as above can be stored 
inone envelope. Clips are removed to reduce bulk. Open 
section of envelope should be at top and right side of file 
drawer for ease in handling stencils. 

Vertical File Supports 

Use of evenly spaced vertical supports which divide the 
fle drawer into four or five compartments prevents un- 
necessary wear on glassine envelopes by reducing handling 
and friction to a minimum and releases pressure on sten- 


tils, thus extending the length of time they can be kept 
in file for re-use. 


—by Marcaret M. WEIs in “THE FILE.” 


SEVEN CARLOAD ORDER 

An order calling for almost seven carloads of steel 
fling equipment for the new criminal courts building and 
jail in New York was awarded recently to Peerless Steel 
Equipment Co., Hasbrouck & Unrush Sts., Philadelphia. 


The order calls for all types of files and sectional equip- 
ad ACE FASTENER CORPORATION 


3415 NO. ASHLAND AVE., CHICAGO 


Fo QUICK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page 10 of this issue. 


_— only 1 minute plus Ic to make an inquiry! 


July, 1941 
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THEN ASK YOUR DEALER TO SHOW YOU 
THE ACE STANDARD, PILOT OR CADET 


When you buy an Ace Stapler you have the assurance that it 
will give satisfactory, uninterrupted service as long as you use 
it. Every Stapler Ace makes is built with watch-like precision. 
of finest materials. They'll never jam or clog, and you'll get the 
greatest actual value the stapler dollar ever bought. Ask your 
dealer for a demonstration and a 10 DAY FREE TRIAL! 


The efficiency of practically every desk 
worker is increased with an Ace Staple 
Remover. It snaps out clinched staples 
instantly without injury to papers or finger 
nails. 


STAPLE REMOVER 


STAPLING MACHINES 


FOR EVERY PURSE AND PURPOSE 


nat 


To answer the above ad use QUICKMAIL COUPON No. 12 
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You'll Like This American Clip 


: Because It’s — EZEON! 
SS | a 
ee at 


The paper clip is a little 
thing, but quality pays in A DB Cc aa 
little things, too. That’s why PRODUCTS, INC. 


so many businesses always 


order EZEON—a better clip 39th Ave. and 24th St., 


—made by the originators Long Island City, N. Y. 
and pioneers in the field. 


‘To answer the above ad use QUICKMAIL COUPON No. 22 


RICE ALB 


Ends Wardrobe and Locker Room Prob- 
lems — Sanitary — Space Saving —At- 
tractive. 


Every office can afford this ‘“‘valet”—it 
is the newest and most satisfactory an- 
swer to the office manager’s headache— 
the locker room and wardrobe problem. 
This modern all steel “Office Valet” has 
complete accommodations (hats, coats, 
overshoes and umbrellas) for 6 or 12 
nn >than an 
people. Oc- 
cupies no 
more space 
ordinary cos- 
tumer. 


3U. Valet Racks, in wail 
or 2-sided types, accommo- 
date 3 a 6 persons per 

¥ in 


plete line of 
modern steel 
office and 
|, home ward- 
robe equip- 
ment. 


) OGEL-PETERSON Co., INC. 
i Sark “The Checkroom People” 
se : 1818 N. Wolcott Ave., Chicago, U. S. A 


YALE LOCK 
SECURITY 


For Accountants and Lawyers 


MASHEK Cases not only preserve the dignity of profes- 
sional men by their fine characteristics of quality, but also 
offer the fullest degree of protection and security to valu- 
able papers. 

These fine leather Cases for Accountants and Lawyers are 
equipped with genuine YALE Locks, which close in a num- 
ber of positions adjustable to capacity of material being 
carried. Two keys are furnished with each case and regis- 
tered by iock number. 

Dealers who display these Cases will enjoy 
bigger and better sales. 


“FRANK 8&co. 


CHICAGO 
“If it’s made with leather, MASHEK makes it better.” 
New York Office: HAROLD ATWOOD, 280 Broadway 


Tow 
KOH-I-NOOR 


Drawing Pencils 


» = 
poe f in our new 


i obits Factory 


10 


We invite you to send for our new catalog 


Use QUICKMAIL 
No. 5. Use Quickmail Coupon in this issue. COUPON 25 | 


KOH-1-NOOR PENCIL CO., INC 


373 FOURTH AVE., NEW YORK CITY 
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INDIVIDUAL PLASTIC COILS FOR 


Gross, head of the firm, reports that the company dealt 
MECHANICAL BINDING 


only in addressing equipment originally, but as the firm 


A new plastic coil ring for mechanical binding has grew additional lines, especially duplicators and mailing 
been announced by Tauber-Tube Bindery, 200 Hudson St., machines, were added. Today such office machines as 
New York. The ring comes in attractive colors, with red, typewriters, adding machines, dictating machines, and 


white, and blue being standard. Sizes range from %-inch calculators are carried, and accounting machines will soon 
up to 1-inch. The coil is made of plastic loops that fit into be added. 
the same slotted holes as punched by the regular Tauber- The firm specializes in rebuilt and new office machines, 
Tube dies. One end of the coil is inserted into the slotted equipment, supplies, parts, and in its new location will be 
hole and the ring is spun into place. able to expand its nationwide activities. 

The rigidity and holding power are equal to that of a 


case bound book, according to the firm. Samples and more ELECTRO MFG. CO. OPENS NEW PLANT 
detailed information may be had on request. Recently opened for production was the single-floor 
fluorescent lighting factory of Electro Mfg. Co., at 2000 
NEW HEKTO RIBBON FROM OLD TOWN W. Fulton St., Chicago. The building is two and a half 
The recently-announced Hi-Test Perfectwriter hek- stories high, has enormous windows on all sides to provide 
towriter ribbon, from Old Town Ribbon & Carbon Co.; perfect daylight working conditions. 
Inc., 750 Pacific St., Brooklyn, N. Y., is designed to elimi- In announcing the completion of the new plant, Victor 
nate the trouble which operators of hektowriter machines Nemeroff, general manager, declared: “The technical facili- 
have had because of the friction as the back of the ribbon ties will make it possible to employ mass production tech- 
passed over the various machine guides. Old Town has niques in the manufacturing of all fluorescent fixtures.” 
devised a process of treating the ribbon to make the sur- 
face smooth and free from ink particles. MILITARY MOTIF IN THREADLINE PENCILS 
New feature of the firm’s recently-announced three-color The upsurge of patriotic feeling has changed the 
hektowriter ribbon, which comes in 300 and 450-foot wearing of the colors from a transitory fad to more of a 
lengths, is that it is made in one piece, and not laminated natural everyday custom, according to reports from Rite- 
or otherwise joined together. The new hektowriter carbon Rite Mfg. Co., 1501 W. Polk St., Chicago, maker of the 
paper ribbon is 9/16 inches wide, divided 3/16-inch purple, Threadline mechanical pencil. Taking advantage of the 


3/16-inch red, and 3/16-inch purple. patriotic theme, the firm recently introduced two mechani- 


cal pencils to retail for 49 cents. 
One has a blue barrel, white center, and red cap that 


NEW BUILDING FOR MAILERS SERVICE 


From 1,000 square feet of space in a midtown loft reflects the patriotic feeling. Another popular color from 
to a new six-story building with 35,000 square feet of the firm is military olive green, trimmed in gold. This 
space is the ten-year record of Mailers Service & Equip- Threadliner pen and pencil set ranges in price from $1.75 
ment Co., now at 38 W. 15th St., New York. Paul I. to $1.95. 
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POSTINDEX 
VISIBLE FILES 


| BE CERTAIN 


| biudat'sqslapen theset 


Even though tied to your office 
by your own executive job, 
you can know everything that's 
going on out in the plant. Thanks 
to Postindex, you can coordi- 
nate the flow of materials and 
parts with production opera- 
tions and schedules—and 
never leave your office! No 
other visible record file gives 
you all of these: Trunnion-wire 
Card Holder, 4-page Record 
Forms, Choice of Four Types of 
Cabinets. Investigate Postindex 
today .. . see how it provides 
fast, accurate stock control and 
production control. Write ART 
METAL CONSTRUCTION 
COMPANY, Jamestown, N.Y. 


POSTINDEX VISIBLE FILES 


Use QUICKMAIL 


COUPON NY 


EL OFFICE EQUIPMEN 4s 
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A FINE CYLINDER 


Improved! 


Watch for the new 
monogram, the en- 
circled D E, if you 
want to be sure of 
the latest model, 
the most uniformly 
precision made 
cylinder for super- 
efficiency in dicta- 
tion. 


NEW D E STANDARD CYLINDERS 
FOR DICTAPHONES AND EDIPHONES 


Satisfied users of the regular “Standard Cylinders” will be 
surprised that these already fine products of the world’s 
largest and oldest independent cylinder makers have been 
refined to a point where they are now scientifically more 
accurate and uniform than before. Installation of the latest 
modern, precision controlled equipment has made this 
possible. Write for samples of the new D E cylinder. 


Use QUICKMAIL 


STANDARD San 


RECORD COMPANY 


104 SOUTH FOURTH ST., BROOKLYN, N. Y. 


C.4.-—~RIBBONS 
Gi- 


SUPER-FIBER 
RIBBON 


A master Ribbon made 
from English-woven 
Egyptian-grown long- 
staple cotton. Super- 
Fiber has an unfailing 
resilience that gives 
service to the very 
limit, and the Ribbon does not lose color from long 
use. For the customer who expects and demands the 
utmost, Super-Fiber is your sure means of giving 
satisfaction. It is furnished in all colors and to fit all 
typewriting machines. 


Codo makes carbon paper for every copying purpose. 


CODO MFG. CORP. 


CHICAGO NEW YORK 
509 SO. FRANKLIN ST 270 LAFAYETTE ST. 


FACTORY: CORAOPOLIS, PA. 


To answer the above ad use QUICKMAIL COUPON No. 29 


34 


HIGGINS CHANGES CORPORATE NAME 


A new corporate name, Higgins Ink Co., Ine., has 
been adopted by Chas. M. Higgins & Co., Inc., 271 Ninth 
St., Brooklyn, N. Y. The change is one of name only, in- 
volves no change in officers, stock ownership, assets, lig- 
bilities. 

Its practice of allowing special terms or advanced dat- 
ings will be discontinued, according to a recent announce- 
ment from the company. The firm points out that the 
allowance of datings at this time has the exact opposite 
effect from that intended. The company is now producing 
at capacity, has a substantial backlog of orders which is 
growing. Because of this, the firm points out there is no 
advantage to it or to its customers in having orders come 
in requiring shipment of merchandise now which is not 
really needed until later. To control this, the company 
will give priority to orders which are urgently needed, 
and make shipment henceforth only on regular terms. 

It is not the intention of the firm to disallow special 
terms on orders for winter shipments placed in anticipa- 
tion of freezing weather, but such shipments will not nor- 
mally go out until after school openings. 

By that time the firm trusts that the present tight situa- 
tion on deliveries will have been relieved. 


STURGIS ADDS TO PLANT 


Another addition to its plant has been announced by 
Sturgis Posture Chair Co., Sturgis, Mich. The 3,000 square 
feet addition, together with new equipment, will increase 
the firm’s production approximately 50 per cent. The 
firm reports that its personnel has been doubled during 
the past six months to take care of the orders on posture 
chairs. 


*RUARANTEE 
HEADQUARTERS for OFFICE MACHINES 


We Buy—Sell—Trade—Repair 


Typewriters Calculating Machines 
Adding Machines Bookkeeping Machines 
Mimeographs Multigraph Machines 


Multiliths Addressing Machines 
Folding Machines Dictating Machines 

Sealing Machines Multigraph Duplicators 
. Supplies for all Machines 


Write for Pricec—New Catalog Ready Soon 


' ; 
| Send us a list of your used OFFICE MACHINES. 
| We BUY and PAY Highest Prices. 


Established 1908 


Telephone CENtral 0525 


J uly, 1941 
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Office buyers are shout- 

(9) ing praises of our new 
, Triple Choice of Typewriter 
Erasers in 3 Graded Textures: 


SOFT—NEW Nos. 5580 and 5587 
for especially careful work 


MEDIUM Nos. 6580 and 6587 
for average use 


FIRM Nos. 1080 and 1087 for 


Leadership 


aN FINE WRITING MATERIALS SINCE 184 


ant this conv’ 


Every customer you have—every professional man. . . 
every small business man .. . every farmer . . . every home 
owner —is a potential user of the Ekonomik Check 
Register System. 


Here's why: It saves time. Twelve postings in the 
“Ekonomik” system replace two hundred postings in 
old style stub checkbooks. Only the total amount of 
checks drawn in payment for one operation are posted. 
Totals of distribution columns are posted as single items 
in debit accounts. 


The “Ekonomik” Check Register System simplifies the 
whole bookkeeping operation. ‘“Ekonomik’” is handled 
by Successful stationers from Coast to Coast. It will 
ting extra business to you. Let us tell you how. 
Write PIONEER, Inc., 102 12th St., Tacoma, Wash. 


The EKONOMIK SYSTEM OFFERS YOUR CUSTOMERS 


@ Posting time cut more than 50%. 
@ Adding and filing simplified. 

@ Recording of 25 checks in 8 inches. 
@ Segregation of checks and deposits. 
@ Check stub elimination. 


To answer the above ad use QUICKMAIL COUPON No. 3! 
duly, 1941 


STURGIS 


STEEL CHAIRS 


MODERN e« COMFORTABLE «¢ SMART 


ARM SWIVEL CHAIR 


One of many popular models of square tubular 
office chairs. STURGIS chairs are also available in 
adjustable posture types—A model for every need. 


Send Quickmail Coupon No. 21 for 1941 Catalog 


STURGIS POSTURE CHAIR CO. 


Magnolia Street Sturgis, Michigan 


To answer the above ad use QUICKMAIL COUPON No. 20 


Erases a single letter or 
line. Typists approve of 
this Klenzo eraser, in 
paper pencil form, the 


handy junior size with 
brush attached. 
“THE STRING'S THE THING" 


534-8 KLENZO JR. 
Blais0es/ PENCIL CO. 


PHILADELPHIA, JU. S. A. 
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FULL FRONT 


“RUFBAK” 


— MAT 


Bickett F F Desk Mats have outstanding advantages over the 
round or square type chair mats, the most important being that 


they extend the full length of the ‘desk. 

Made of high grade rubber in several different colors, both 
solid and marbelized stocks. Stock sizes fit 52, 54, 60, 66 and 72 
inch desks. 

No material as satisfactory as rubber for use in chair mats. 
Install a Ful! Front Desk Mat in your display room for demonstration 
purposes. Write for stock chart-price list and special sample offer. 


Distributed by Stationery and Office Supply Dealers. 


L. M. BICKETT COMPANY, “**y*s".."" 


Manufacturers of 
Respirator—the most asked-for-by-name seat cushion on the market. 


LIKE A DUCK TARES 
TO WATER 


That's How Thousands of 
Enterprising Dealers Have 
Taken to the VARAT Line of 
QUALITY ZIPPER CASES. 


And, no wonder . . . Varat Cases and Portfolios as- 
sure dealers front rank in popularity and sales be- 
cause their quality, workmanship and newest features 
offer the greatest values to the buyers today. Varat 
dealers enjoy bigger profits, quicker turnover and 
complete customer satisfaction. 


THERE ARE PLENTY OF REASONS... 


% Over 30 Years of Leather Goods 


Specialization 
*% A Complete Line of Hundreds of 


Quality Items 


% Priced for Bigger Dealer Profits netinill 
% 100% Satisfaction Guaranteed of [1 Highest 
WRITE FOR OUR NEW CATALOG Leather Goods 


were VAR AT conn 


114-124 S. CLINTON ST., CHICAGO 
NEW YORK BALTIMORE SAN FRANCISCO 


To answer the above ad use QUICKMAIL COUPON No. I! 


BARKLEY Plastic TAB INDEXES 


This latest innovation in filing equipment is molded of a plastic 
material into a solid structural design which gives everlasting 
qualities. 


The special design of the Barkley Plastic Tab places printed inserts 
in an angled position and magnifies them to perfect legibility al- 
lowing quick and easy filing and finding throughout the entire file. 


® RELIEVES EYESTRAIN 

® ANGULAR VISIBILITY 

® NO CUTS OR SCRATCHES 
SEND FOR SAMPLES AND 
COMPLETE INFORMATION 


C. L. BARKLEY & CO. 


visi» Salida 1921 - 
$17 § JEFFERSON STREET Si CHICAGO ILL 


To answer the above ad use QUICKMAIL COUPON No. 23 
36 


DON’T FUSS WITH “SCREWY~ 
ADJUSTMENTS, THE ERROR-NO 
COPYHOLDER NOW HAS INSTANT 
SELECTIVE SPACING. JUST LIKE THE 
SPACER ON YOUR TYPEWRITER AND 
JUST AS ACCURATEZ 


DEALER TO 
SHOW YOU 
ERROR-NO Ww 
WITH THE NEWER 


12.3 FEATURE 


DIVISION OF THE 


- HALL-WELTER ia INC. 


16 CHAMPENEY TER. ROCHESTER, N.Y 


To answer the above ad use QUICKMAIL COUPON Ne. 35 


July, 1941 
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FAL R MAKES NEW LOW IN 
PRICES ON HIGH QUALITY 
SPONGE RUBBER CHAIR 
CUSHIONS 


At a time when Summer sales for comfort 
will be heavy. 


All sizes, send for informative literature. 


FAIR FURNITURE COMPANY 


Manufacturers of 
Desk Pads — Costumers — Chair 
Cushions—Typewriter Tables 
217 CHESTNUT STREET, NEWARK, N. J. 


29 Different Stylus Tips! 


Reennvonarn 


A Model for 
Every Need! 


Ball points, loop 
wheels, shading, etc. 


® Technygraph sty li 
offer important work- 
ing comfort in the soft, 
neutral tones of their 
beige-mottled lumarith 
handles. Designed to 
avoid eyefatigue. In 
attractive transparent 
containers. 


© Knurling near tip 
gives index finger es- 
pecially firm grip. 


® Beautiful rainbow 
colors; pleasing to the 
eye. Easy to clean and 
keep clean. 


® MADE IN U. S. A. 


a 


The TFechnygraph, TECHNY, ILLINOIS 
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COOK'S 
STAINLESS S$ SIGNALS 


LESSEN 
LABOR 


THE BIG NEED 
OF THE HOUR! 


Don’t let your office be- 
come a “bottle neck.” 
Keep the work flowing 
along smoothly and swiftly by 
having all data indexed and 
classified by means of Cook’s 
File Signals. The wide variety 
of types and colors meet every filing 
need. Card of actual samples on request. 


Use Quickmail Coupon No. 10 
THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 


“EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED” 


MAXIMUM 
VISIBILITY 


After all, stencil operators are only human! Give them 
better materials and they'll do better work. With this improved 
stencil texture, it’s so easy to get cleaner, sharper, blacker copy. 
And longer, harder wear. Economical t 


aacccene / MILO HARDING COMPANY 
the patented ad- 


General Offices and Factory / 
vantages of T. 


empo 435 W. Pico Bivd., Los Angeles, Cal, 
Film, Formula 217 is 


matchless! No won- 
der more operators 
prefer it and more’ & send Sample for ..............0-0ceeeeeee y) 
dealers stock it every Duplicator V) 
day. Try it... ZPIN TO YOUR LETTERHEAD AND MAILS 


Mail the above Coupon or use QUICKMAIL COUPON No. 33 


Eastern Division 
416 Commonwealh Annex, Pittsburgh, Pa. 
FORMULA 217 sounds like the right stencil! 
Send Sample for 
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IDEAL 
for 
HOT WEATHER 


MASTER 
SPEED KEYS 
Springs instead 
of Rubber 

WHAT A 
DIFFERENCE!! 


Send for Sample 
Speed Key Mfg. Co. 


232 Columbus Place 
Brooklyn, New York 


No Waiting for These 
Guaranteed Rebuilts. 
We'll Ship at Once, 


Because ‘‘Universal’’ (world’s largest 
rebuilt visible dealers) carries an ex- 
—— large stock for immediate 
delivery. They’re thoroughly rebuilt 
for years of added service. Send 
UICKMAIL COUPON No. 34 for fur- 
er information on the finest values in 
rebuilt, refinished, guaranteed 
VISIBLE RECORD EQUIPMENT and Kardex, Acme, Post 
OFFICE MACHINES ong Bg Ragen 
for immediate delivery from the world’s icke and other vis- 


REBUILT, REFINISHED 
GUARANTEED 


ible systems in cabi- 
largest rebuilt visible dealers nets, Is and book 
OFFICE units, ve toon 
alcu 
EQUIPMENT CoO., INC. Comptometers 
“The House That Confidence Built” ee 
561 Broadway New York City Dictating Machines 

Cable "Uniquip"—New York Mimeographs 


CARBON PAPERS 
and 
INKED RIBBONS 


WRITE Brand products fill the 
most exacting requirements. 
More clean, clear impressions 
assure economy and efficiency in 
every office. 


FOR quality, service and satis- 
faction buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. _ Factory: 
New York, N. Y. Bridgeport, Conn. 


HEYER Quahly 


HEKTOGRAPH REFILL > 


rs 
4 


RENEWS ANY PAN-TYPE 
GELATIN DUPLICATOR =. 


Salishies! — 
WRITE FOR PRICES — bad — 
THE HEYER CORPORATION - CHICAGO 
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DIEBOLD RE-ELECTS OFFICERS, DIRECTORS 


Ralph K. Rex and A. J. Roos were unanimously 
re-elected to head the Diebold Safe & Lock Co., Canton, 
Ohio, at the recent annual stockholders and directors 


Recent Diebold Appointments. Left to right are A. J. Roos, 
Ralph K. Rex, and H. C. Weible. 


meeting. Mr. Rex is chairman of the board; Mr. Roos is 
president and general manager. Unanimously re-elected 
secretary-treasurer was H. C. Weible. The following di- 
rectors were unanimously re-elected: G. H. Bockius, L. V. 
Bockius, S. A. Boyd, L. H. Clark, H. A. Noble, L. E. Souers, 
R. K. Rex, A. J. Roos, H. C. Weible. 

The management reported that its national defense pro- 
duction is proceeding on schedule. In addition to fabri- 
cating armored bodies for army reconnaissance cars, the 
firm was also reported to be producing armored airplane 
seats, other armor for airplane fuselages. The firm’s reg- 
ular business, the building of equipment for handling and 
protection of records, money, was reported to be showing 
a satisfactory increase. 


MOVES DETROIT OFFICE 

According to a recent announcement from Corry- 
Jamestown Mfg. Corp., Corry, Pa., the firm has moved 
its Detroit office to 321 W. Lafayette Ave., in the Free 
Press Bldg. Roger Young is branch manager. 


CATALOGS 


B. F. GoopricH Co., Akron, Ohio—An 8-page catalog 
section on mats and matting, office chair mats. : 

Howard Paper Mitts, Urbana, Ohio—Three die-cut 
catalogs, effectively showing the range of colors available 
in its line of bond papers, were recently issued. Die-cut 
elephants, baseball players, and boxers give the reader a 
striking picture of the fourteen colors available. 

SHERMAN PAPER Propucts Corp., Newton Upper Falls, 
Mass.—Speed-Packing data sheet showing further uses for 
the firm’s flexible corrugated packing material. 


future. Orders are coming in fast. Do not 
for serge - coe S 


No Priority Numbers for 
Rebuilt 
DICTAPHONES and EDIPHONES 


Careful buying and selection has enabled us to accumulate the | 


stock of dictating machines in the country. Not having to go out 
buy at the present day high prices, we are able to sell a) ‘ne ae 
definitely attractive. There has been no price increase an fe. aes 
none until our present stock is sold out. 2h 


ern 


Meet your present needs and stock up forthe 


caught short. Place your 
orders now. First come 
first served is the rule. 


Send for Latest Prices 
and Catalog. 


AMERICAN DICTATING 
MACHINE CO., Ine. 


235 5th Ave., New York City 
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“Triumph” Eyelet Fasteners 


Stainless Silvered Finish 


Used universaily in all offices where 
official documents are prepared and 
permanent records kept. When you 


fasten with Eyelets you fasten for 
keeps. Triumph Eyelets work best 
with Triumph Eyeiet Punches. 


Use QUICKMAIL COUPON No. 8 


SCHOLLHORN CO. 
Connecticut 


THE WM. 


New Haven 


—_ 


The Famous Name In Pencils Is 


STAEDTLER 


ial 
Drawing * Colored ° Commercia 


PENCILS 


FOR E VERY PUR 
a er Pencil” ; 
vr —_ means satisfaction! 
Write for Details 
pi * STAEDTLER, INC. a 
53-55 WORTH ST., NEW YO 


POSE 


Step Up Sales to Photo Fans with 
Genuine Art Corners by ENGEL 


NATIONALLY ADVERTISED for mounting snapshots, postcards, clip- 
pings, stamps, ete. It will pay you to display these two quality items in 


their — -—- display cartons. 
PoCSxet RANSP. 
Aart Corners 


Aart Corners 
EN, Complete visibility. 


Will mount prints 
Prints or stamps 


tight or loose, 
~ 
SS removable at will. 
MY 100 in boxette to 
lm sell for 5c. 


"Clear as Glass." 


100 of a color in 
_ to sell for 


negatives can be 
Order from your wholesaler or write 


School & College Specialties 


Well-made numbers that appeal in both utility and price. 


® Drafting Kits ® Drafting Tables 

® Tracing Papers ® Straight Edges 

© Lettering Guides ® Sandpaper Pencil Pointers 
@ Erasing Shields ® Ink Eradicators 

© T-Squares ® Adhesives 

® Triangles © Typewriter Cleaners 


® Typewriter Oil 
Send for Catalogue 


CARDINELL CORPORATION 
15 LABEL STREET MONTCLAIR, N. J. 


filed in back. 
ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark St., _ Ml. 


VICTOR 


FILING 
SYSTEMS 


SUPPLIES 


Use QUICKMAIL 
COUPON No. 19 


for details. 


Highest quality—for every filing need 


THE VICTOR SAFE & EQUIPMENT CO., INC. 
’ NORTH TONAWANDA, NEW YORK 


the purest 
paper cement 


a solution of highest quality raw materials, 
made under strict laboratory control; there- 
fore always uniform, always dependable. 
NON-INFLAMMABLE. Ask your supplier 
Or write for sample Kit to Harriman-Welts Products Co., 
200 Summer St., Boston, Mass. 


July, 1941 
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The “SELECT 
“Select Brand“ line of pads and tablets, is 


papers. 

Paper beari the “Select Writing” water- aay =o 

saa, sneete your most rigid requirements, Tablas 
and assures you of top quality always. 


“Select” “Better Deal” 
Seratch and legal pads Tablets } 
“Golden Rule” “Select” 


For samples and inquiries, write: Department “‘C” 


OFFICE EQUIPMENT DIGEST 39 
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‘SELECT BRANDS “- 
“SELECT WRITING’ 


WRITING” watermark in the 
your guarantee of top quality in writing 


Demand these well-known brands 


Fillers Wire Bound Note Books 


NATIONAL PAD & 
130 East 13th Street 


TABLET CORP. 
New York City 


In Many Ways It Pays to 
Insist on the “Original” 
PUSH-PINS 
MO Ri PUSHLESS HANGERS 
THUMBTACKS MAPTACKS 
It pays, not only because these indispensable MOORE 
ucts are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide variety. 
PUSII-PINS with glass or aluminum heads. PUSH- 
LESS HANGERS in 4 sizes. THUMBTACKS of 
almost limitless variety. MAPTACKS of all sizes 
and colors. Illustrated and described in the MOORE 
Catalog, which will be sent to you upon request. 


mar Your Stationer Can Supply You 
nase MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 
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INDEX TO ADVERTISERS 


Acco Products, Inc............... 32 
ON, re 31 
Art Metal Construction Co........ 33 
American Dictating Machine Co... 38 
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OO a Do ee 36 
TS Ao Se 36 
Blaisdell Pencil:Co............... 35 

Cc 
NS oc ce os cx cone enw es 39 
MCI, BG). Sino cwrecies scosencns 34 


Columbia Ribbon & Carbon Mfg. 
RN seas nakinetiaenion 


TOs 6 ness ndpaks ess 37 
D 

I NNN SUNN Sick sida ns ccesian’ 36 

Dixon, Joseph Crucible Co........ 29 
E 

Eagle Pencil Co.... Inside Front Cover 

Engel Art Corners Mfg. Co....... 3 

Retrnroek. Fen Co... .... 55.20.00 30 
io 

ST ee 37 

Faber, Eberhard Pencil Co......... 35 

NN I I io ans seen cdcae 4 
SG 


General Fireproofing Co., 
Outside Back Cover 


H 

Beate wr ettet Go., Ie... ces ccccccs 36 

RE nos cwisncobens 37 

Harriman-Welts Prod. Co........ 39 

STEIN ins cdc wits kinesivnes 38 
J 

pe ee 40 
K 

Koh-I-Noor Pencil Co., Inc......... 32 
M 

Mashek & Co., Frank. .........00% 32 

Melind, Louis Co., Inc............ 30 

Metal Specialties Mfg. Co.......... 28 

Mittag & Volger, Inc............. 6 

Moore Push-©£im Co... ..cccecess 39 
N 

National Pad & Tablet Corp........ 39 
1) 


ae Town Ribbon & Carbon Co., 
Meehan Cilsaisin news an a.c0as 


P 
Paper Manufactures Co., Inc........ 30 
eo eee 35 
? 
Quality Park Envelope Co........ 29 


QUICKMAIL Reply Coupons’..... 11-12 
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Ripnen, Kenneth H. Co., Inc.....,. 27 
Rite Bite Bbte. Co... .. 0c ccccccces 9 
Rockwell-Barnes Co.............. 6 
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Schollhorn Co., William.......... 
Sengbush Self-Closing Inkstand 
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TS re 25 
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Standard Record Co., Inc......... 34 
Sturgis Posture Chair Co......... 35 
Speed Key Mfg. Co.............. 38 
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U 
Underwood Elliott Fisher ....... 8 
Universal Office Equipt. Co., Inc... 38 
Vv 
Varat Merrar Co... ..0.604.icnaee 36 
Victor Safe & Equipment Co., Inc. 39 
Vogel Peterson Co., Inc.......... 32 


Wholesale Typewriter Co., 
Inside Back Cover 
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Young Office Equipt. Co., Inc..... 34 
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“THE RIGHT CHAIR 
AT THE RIGHT PRICE" 


ie 


DEPENDABILITY 


Creates 


CONFIDENCE 


George A. Litchfield, Sales Mgr. 
Jasper, Ind. 


NEW YORK 


R. J. Freeman 
383 Madison Ave. 


CHICAGO 
W. H. Brown 
6708 Glenwood Ave. 
SEATTLE 


S. H. MacDonald 
Orpheum Building 


SOUTHWEST 


E. W. Thomas, Box 3493, 
Peninsular Station, 
Daytona Beach, Fla. 


SOUTHERN 


James E. Fowls, 3414 Euclid 
Heights Bivd., Cleveland, Ohio 


y, 


That’s why dealers rely on the 
JASPER CHAIR COMPANY. 
They know through experience of 
the rigid adherence of this factory 
to 


@ uniform high standards in mae 
terials and craftsmanship 


@ accurate competitive prices 


@ delivery promises. 


JASPER 
CHAIR CO. 


JASPER, INDIANA 


For further Information use QUICKMAIL COUPON No. |7 


July, 1940 
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MASTER GRADE 


Remanufactured 


UNDERWOOD 


Buy Quality and Performance 
At Its Best 
For Less! 


Bas 


“THE WORLD’S FINE 
TYPEWRITER 


,. Uaderwood 


+ 
»\) 
_ | 


<a > 8 


° 


A Use QUICKMAIL 
COUPON no RX 
940 


THE WHOLESALE TYPEWRITER CO 


Only Authorized Rebuilder of the Underwoo 
155 Sixth Ave. « New York « U.S.A 
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Chairs should serve to Increase Office Production 


PURCHASE @gzgzm@ ADJUSTABLE STEEL CHAIRS 


and provide the Worker with physical and 
mental Alertness for More and Better Work 


xK When a purchase is made, cash reserve is diminished. But 
the right purchase also /ncreases income . . . either through pro- 
duction economies or greater volume. The duty-matched and 
comfort-matched qualities of GoodForm Adjustable Steel Chairs 


go far beyond costs and represent purchasing for dividends. 


Every time a GoodForm Adjustable Steel Chair is purchased, man- 
agement gets a more efficient worker ...a worker who is not un- 


necessarily fatigued ...and consequently accomplishes more work. 


| aS ee COMPA 


To answer the above ad use QUICKMAIL COUPON No. 5 
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